
 

Enrollment Data Upload

Welcome Community Colleges!
We will begin our training in a few moments. In the meantime, here are some 
hints for getting the most out of this web-training:

1. Dial 1-866-826-6337 on your 
phone

2. Enter the PIN code: 591499

3. Press the # button

1. Type your question in the <Send A 
Message> field located at the bottom 
of your screen

2. Press the <ENTER> key on your 
keyboard

3. A response to your question will be 
provided in the chat window by the 
CSAC Chat Host

To hear the AUDIO portion 
of this training

To ask QUESTIONS during 
the presentation

presented by the California Student Aid Commission
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Help Contacts

Outreach & Training
(916) 526-8920
otdtraining@csac.ca.gov

CSAC Help Desk (888) 294-0148
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September 2nd Award Cycle

For students who did not receive or apply 
for a Cal Grant award during the March 2 
award process

Additional 11,250 Competitive Cal Grant     
A & B awards

Student must be enrolled in a California 
Community College for the Fall
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Application Requirements

FAFSA postmarked by September 2 

GPA verification postmarked/uploaded by 
September 2 

Includes rollover of GPAs received prior to 
March 2 for students who did not receive an 
award in March 

Student’s SSN appears on Community 
College Enrollment Data File
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What is the Enrollment Data File?

Ensures that all Sept 2 awards are made 
only to students enrolled at a California 
Community College for the Fall

Include all students enrolled at your 
institution for the Fall (do not filter out 
students for less than 1/2 time enrollment)

2004-2005 Deadline: September 9
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New Enrollment Data Upload 

Modeled after the GPA Upload process

Immediate notification of errors

Printable valid and invalid record reports

Upload in batch files or single students

View previously submitted Enrollment data 
until submission deadline
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Creating an Upload File

Type or paste SSNs into Word, Excel or 
Notepad document

Each SSN should have its own line

Each SSN must start on the far left margin

Save document as .txt file
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Record Layout Specifications

No data file header 
is required

Text (.txt) or 
Extended                      
Markup Language 
(.xml)

Positions 1 – 9
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Question Break
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Enrollment Data Main Page

 
 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 



Upload Page

 
 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

 

Browse Upload File Popup
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Click begin upload button
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File Upload Status Page
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View Valid Records Page
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File Upload Status Page
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View Invalid Records Page
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Print Invalid Records Page
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File Upload Status Page
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File Upload Status Page – Dwnld Invalid 
Records
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File Upload Page – Save invalid records 
pop-up
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File Upload Status page
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Submit Records button
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Submitted Records Confirmation Page
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Print Submitted Records
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Add Records Page
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Delete/View Records Page
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Question Break
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2004 September Cycle Timeline

Student application deadline (FAFSA and GPA)

School deadline for submitting enrollment data 

Inventory & quality assurance on datafiles

Drawdown of ISIR records

New recipients added to school rosters 

Award notifications and non-recipient letters 
sent to students

Sept 2 

Sept 9

Sept 13 -16

Sept 20 - 23

Early Oct

Early Oct
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Things to Remember…

Datafile accuracy is important

Make sure all invalid records are corrected 
and resubmitted

Be more inclusive than exclusive in your 
enrollment list

Individual SSNs can be submitted after you 
have uploaded your batch file (as long as it is 
prior to the September 9 deadline)
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Additional Resources

Operations Memo 2004-06
WebGrants Help Page

Datafile layout specifications
WebGrants user guides

Enrollment Data Upload

Chat box transcript (www.csac.ca.gov)
School Help Line: 888-294-0153
Technology Help Desk: 888-294-0148
Email: otdtraining@csac.ca.gov
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Thanks for Attending!

This training session has been recorded 
and will be available as an archived 

presentation at www.cccconfer.org in 
approximately 1 week
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